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Chapter 1

Introduction

WebZerve tracks URL names and information about an organization’'s web
pages. It maintains information identifying the Content Manager and the
responsible organization and enables the Webmaster, Content Managers, and
Web Developers to view web page information, update information, conduct
audits, and add new web sites and pages to the underlying web site database.
The system also tracks and handles request process initiated by content
managers to add or modify web pages. Various reports are generated based on
tracked information.

WebZerve is organized into ten sections, including Content, Reports, Site Profile,
Audit, Request, Meta Tags, Fast Tag, Yellow Pages, Utilities, and Administration.
This manual walks you through the process of using WebZerve section by
section.

Login

Your System Administrator will provide you with a link and login information to
WebZerve application. Type your USER ID and PASSWORD and click ENTER.
The system is able to automatically determine the login user’s role based on your
USER ID. The system uses following roles. Content Manager, Web
administrator, Developer, Auditor, 508 Reviewer, system administrator. (Web
Administrator is sometimes referred as Webmaster. If a user has more than one
role the most used role is set as the default role.

Figurel. Login Page
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Chapter 2

Content

A primary function of WebZerve is tracking, examining, and evaluating
information on web pages. The system will display the Content Page at login.
The content page also serves as a space for displaying any Web
announcements made by Web Administrator.  Access level determines the
available tabs. If you have Administrator’s rights, you may access all options. The
Administrator tab is visible only if you have Administrator rights. Click on Content
to display the content options.

From this screen you can search for and examine web pages in 3 ways:
Keyword Search: Type words related to the URL of interest in the blank field
at the top of the screen. Click the Keyword button. This will display a list of web
pages that contain the search words.

URL Search: Type the URL name in the text box and click the URL button. This
will display a list of website names that match your search criteria. The URL
Search will also search on
partial URLs.

Title Search: Type the title
of the document you are
looking for and click the Title
button. This will display the
web page that contains the
named document.

Note: Identical search
capabilities are available from
any screen in the application.

[
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= |
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=
=
o |
m |
= |
i |

Figure 2 search result page
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Figure 3 illustrates a sample list of web pages generated by a search. To view
the actual document (web page) click on the web page link. Click the icon in
View column to display the profile of the web page. From the profile screen a
user can edit the profile. You can navigate from one listed page to another by
using the Next/Last links.

Add: To add a new URL, click on the Add button.

Log Off: To exit, click Log Off

|
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Figure 3: Content URL Search Result
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Content Profile

Clicking the URL View button opens up the Content Profile screen illustrated in
Figure 4.

Web Page: Displays a link to the URL of the web page. Click on the link to open
the web page in a new window. This field cannot be edited.

Responsible Organization: Name of the Organization that is responsible for
maintaining the web site. This field is generated by the application depending on
the responsible Content Manager and his or her organization.

Created Date: Date when webpage was created. This field cannot be edited.
Last Updated Date: Today’s date. - Editable Type in the date manually or click
(mm/dd/yyyy) link to open the calendar. Select the desired date from the
calendar to insert the date in Last Updated Date field. Click on the Today link to
insert today’s date. If you have second thoughts, click the Reset link to reset the
date.

Next Review Date: Automatically generated by the application nine months
from the created date. This field can be edited manually, by invoking the
calendar, or by clicking the Extend Next Review link to automatically extend the
date.

Expiration Date: Automatically generated by the application eighteen months
from the created date. This field can be edited manually, by invoking the
calendar, or by clicking the Extend Expiration link to automatically extend the
date.

Content Manager: Dlsplays e e TR s
the default Content Manager B [==—2r e —

names. This field can be edited. o R Cremad D I%

i - Last Updated Date  |08/158/2005 fmm. ) Toda Beset
SCrO” down to See a dropdown J siteProfile Mext ;ewewDate Wﬁmmj::j ryl ;:d hext Rewiew
||St of ava.llable Co ntent ﬂ% : Expiration Date W(mm!dd! r¥) Extend Expiration

EEEHIED C ontent Manager(s)*
Managers . / YE""T?EQES - o lMAas?gn(ed) Select Default
Developer: Displays the default B F& =2 ARl |
. . ] Ladson, Harry Ah,False‘il

Developer names. This field can Aniraana, Jemier |
be edited. Scroll to see a " ednet: et Dot
dropdown list of available petagog Eilngsa Lovis 3
Developers. e A -

HE Off

Remarks

Remarks: ea—

Assigned Tags <HELD>

Assi gn ed Meta tag S: SMETA name="date” concent=rOS/18/05">

</HELD>

Content Prafile

Figure 4 Web page profile
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Content — URL — Add

When you click the Add button on the content screen or the Search Result
screen you will see the Content — URL— Add screen as illustrated in Figure 5.To
add a new URL on this screen: URL: Type the new URL name.

Content Manager: Select the desired Content Manager(s) from the list box.
Developer: Select the desired Developer(s) from the list box.

Created Date: is today’s date by default. This date can be edited.

Remarks: Put your comments here.

URL, Content Manager, Developer and Created Date are required fields.

Save: To save your data to the database, click Save.

Cancel: To cancel your changes, click Cancel.

Content - URL - Add

Site Name *I j
Content URL * I
I Reporte
[ Audit .
[ site profie 1 Content Manager * Developer *
[ Request u Abbatt, Rossalynn ﬂ Baines, Wenus >
[ WetaTans Abdullah, Melissa Billingsley, Lewis
/ 2 — Ali, Faisal Bishop, Richard
J/  FastTag - Andreone, Jennifer Chen, Lichuan
J YellowPages Au_stin‘ Elizabeth House, Anthony
f—_ Bailey, Sherryl Jibodu, David
|.|-tl!ll:les —. Bancroft, Keir Jude, Sandy
J Administration Bankes, Paul Kolecki, John R
Beck, Connie Lewvy, Jason
BerenHall, Dolores =L, Mandy Jhd|
Remarks =l
Save o
Gancel - LI
C Lyt Created l—
Date™ 08/25/2005
wehle; ve " Required field

Figure 5 URL add screen
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Chapter 3

Reports

When you click the Reports tab, the screen illustrated in Figure 6 displays.

Following reports can be run from here.

URL Reports, Audit Module reports, URL Custom Reports, Request Module
Reports and Site Reports. Select report type will take you to the main page of

that report.

P Reports NN e ——|

' Content ‘ Select a repont type

frerr= 1
g _
[ SpronE _
[ Remmet — _
[HetaTags ~ _
[ Fasttag
[ Yellowpages _

 URL Reparts
" URL Custom Reports
" Site Reports

f Utilities
| Administration

Log Off

weliierve

a preformatted,
predefined URL report.
Next Review: Wil
automatically generate
a report on all assigned
URLSs, sorted in
ascending order by
Next Review date,
including the name of
the Content Manager
and the Developer for
each page. By
choosing the radio
button in front of
Content Manager, the
report will be sorted by

 Audit Module Reports
" Request Madule Reports

Reports

| Content l

[ Reports
f Audit -

[ SiteProfile.
1F e
[ MetaTage)
[ Fastmag
[ Vellow Fages
| Utilities

[ Administration

welierve

Reports - Main Menu - Selection

Mext Review O All © Content Manager © Developer £ Site
C Al © Content Manager © Developer © Site
Last Modified C All & Content Manager © Developer © Site

Figure 6 Reports main
menu

URL Reports:

Figure 7 displays the
main menu for URL
Reports. URL reports
display list of URL’s
along with the selected
date criteria sorted in
descending order.

By choosing the radio
button next to the
desired report,
WebZerve will
automatically generate

Repaort - Selection

Developers

Baines, Venus AI

Billingsley, Lewis
Bishop, Richard
Chen, Lichuan =l

Content Managers

Bonilla, Luisa ;I
Branch, Aquila =t
Brown, Athena

-

From 07/26/2004
To 05/26/2008

e

Figure 7 URL Reports main menu

Content Manager, and then by URL in ascending order. The same holds true for
the two other radio buttons; Developer and Site. Use the drop down lists to make
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selections from the list of Content Managers and Developers. Multiple selections
can be made by using the keyboard CTRL key.

Expiration: generates a report on all assigned URLs, sorted in descending
order by expiration date.

Last Modified: generates a report on all assigned URLSs, sorted in descending
order by last modified date.

From & To: are date delimiters. You can constrain the information in the report
to any segment of time by using the date delimiters. Click the From and To links
to open calendars and select pertinent dates. If no date is selected the report is
run for all the time period in the database.

Click Run to display the report. See Figure 8 for an example.

Report Screen
Report screens for all report types and styles have features similar to the Sample

Report displayed in Figure 8.
Reports

Brinter friendly Reports - Mext Review - All - As of August 26, 2005

' Content ‘ Report Griteria:

_f-—RepnT Developers - ALL

Content Managers - Nat Brown

J Audit | Mext Review between 01/260/2004 to 08/ 26/2005
[ Siteprofile
| g || EMel T Web Page Address ]
[ MetaTage
[ FactTag
J Yellowpages) 1 |httpttwwew doleta gowBRGARSProfHCEIA cfm
S Urilitieer | 01/24/2005 [ 04/29/2004 [ Mandy i | Nat Brown
J Administration 2 ttp: e, doleta, gow/BRGAlohTrainln tiative/Recentlews cfin
v, RO A 01/24/2005 04/29/2004 | MandyLi [ Mat Brown
3 E;It.ng'ﬂww doleta gow/BRGAI0hTrainlnitiative/SuccessStoties
W, RO AD 01/24/2005 [ 04/29/2004 | MandyLi [ Mat Brown
4 hitp:dfwrenee. doleta. gow/BR G/ndProfBiotech. cfm
e Nrrm 2/08/2005 [ nemaz004 [ Mandy i | Nat Brown
wlogoff o 5 http:dfnnne. doleta. gow/BRGAIobTrainlnitiatives
. RO A 02/08/2005 [ 05/14/2004 | MandyLi [ Mat Brown
B tp: ey, doleta, gov/atels_bat/maintest. cfim
welizerve . RO AD 02/11/2005 . 0541742004 | MandyLi [ Mat Brown
7 http:/fwenw. doleta. gov/almis/Ll_Strategy. ppt
v, RO a1 02/19/2005 [ nerem0na [ Mandy i | Nat Brown
8 hitt p: e, doleta. gowialmisddemand_driven. cfin
W, RO AT 02/20/2005 05/27/2004 [ MandyLi [ Mat Brown
9 tp: ey, doleta, gov/alimis’
. RO AD 01/21/2005 | osrer004 | MandyLi [ Mat Brown

——r—r—r

Figure 8 Sample Report

Across the top of the screen is the description of the report constraints. For the
sample shown in Figure 8 the report contains all Developers and all Content
Managers for every page in the database with a Next Review Date occurring on
or before the day the report was generated. This constraint is because the type
of report selected was Next Review, All.

Beneath the report description is the report table. The header rows of the report
depict the arrangement of the report data.

Click a URL link to view the Web Page. The web page will open in a new
window.

10
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To print a report, click the Printer Friendly link in the top left hand corner.
This will open up a new browser window with the report (in black and white) then
click on the Print button in the top left hand corner and the report will be printed.

Click the V' in the first column of the sample report page to access the content
profile for the specific URL (Refer to Figure 8). You are able to edit the content
profile for this web page, refer to Figure 4. Use the Save button to save any
changes. The changes will not be reflected in the Report until the database is
refreshed.

The R, followed by a number, shows number of requests filed to update the page.
If no number then there are no change requests.

The ‘A’ followed by a number, shows how many audits have included

Web Page Management System

<€( I | .f‘ ; EJ‘S.pfpan:mcntofL::bar.iEmprl?ymr:ntarldTrainingri\drw’mstr::tion
A 4 AL R

——

Audit

' Content ' Audit Site Audit

,(-_—Rer.uuT Date Desaition Name Completed
[ Audt 08/23/2004 Spelling and Appearance Multiple Mo

[ SiteProfile.
[ Reguest
J WetaTage
[ Fastag
J YellowPages

sites
772172004 Full audit of all pages after redesign of look and feel  Multiple No
and information architecture. sites

Add -

Criteria, o~

Log OFf

Figure 9 a.u‘dilt page

this page in the audit sample. When you click on the A, a new screen will open
for the Audit home page, as illustrated in Figure 9, depicting the audits that have
included this page in the audit sample, and for which audit results are available.

The other data included in the report will vary, based on the information
requested.

Audit Module Reports/Audit Error Report

From the Reports — Main Menu — Selection screen shown in Figure 6, click Audit
Module Report to open a report of a web page evaluation. The screen illustrated
in Figure 10 will display:

11
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I Cantent '
. Reports |
f Audit |

T
J MetaTags

| FastTag 4
[ Yellow Pages .

/ Utilities
[ Administration .

0K ”

Log OFf

Audit Reports - Main Mend - Selection

I Please selectan Audit b
Fleass an Audit
Y GO - Trial Audit
Audit of all pages for El section of OWS website.
Employment Services Transition Audit

Audit of the drmstree branch ofthe OWS3 site.

Audit of OWS site excluding Emplayment Services and DMSTREE
Quick audit of Region 1 site

Cuick audit of Region 2 site

Cuick audit of Region 3 site

Cluick audit of Regian 4 site

CQuick audit of Region 5 site

Cuick audit of Region 6 site

Test audit

Cluick audit of Region 1 New Yotk

Figure 10 audit reports main screen

The Audit — Report — Selection page comes up. The drop down list reveals
categories for all audits that have been conducted on the website. Select an audit
category, click on OK. Following screen will be displayed.

Audit

' Content l

[ Request]

e
/  MetaTags

[ Fastiag
|
J Utilities)

OK -

Lo O

welizerve

Audit - Report - Selection

Spelling and Appearance

Please select the Report:

Summary y Ctiterion
Sumrmary by Collection
Detail by Criterion

Detail by Collection
Auditar

Content Manger pass/fail
Developer pass/fail

—r—r—r—r

Figure 11 Audit Report selection screen

The audit reports generated are:

)

Summary by Criterion - shows each audit criterion, the average number of non-
compliances found per page assessed, the number of pages found for which the
criterion was not applicable, and the percentage of pages found with at least one
incident of non-compliance.

Summary by Collection — shows the total number of URLS audited and the %
and number of pages passed.

Detail By Criterion — shows the average score, result count, result percentage for
selected Criteria

Detail by Collection - shows the average score, result count, result percentage
for Collection (all Criterias)

12
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V) Auditor — shows the auditors name, number of urls audited in the site and the
status if audit complete or incomplete

Vi) Content Manager pass/fail — shows the names of content managers for the site
and the number of urls passed or failed.

Vi) Developer pass/fail — shows the names of developers for the site and number of

urls pass or failed

viii) All Urls - shows urls names that are in audit process, audit status(pending or
completed), if audit passed or failed and if there is history of audit

iX) Audit Error Report - This is an important report which is generated by Content
Managers after the audit of a site is completed and there are errors to fix on the
pages. This report shows the audited page, Type of Criteria violated, detail
description of error in the Comment field. NOTE: Content Managers can run only
the Audit Error Report in the Audit Reports so when they click on Reports module
They will see Audit Error Report instead of Audit Module Reports illustrated in
figure 6 ‘Reports Main Menu’

Custom Reports

Main Menu

Figure 12 illustrates the main page for generating custom reports. This feature of
WebZerve allows the user to select and report on selected criteria. The URL for
the page is ALWAYS reported in the custom report; only the other criteria can be
specifically selected.

Reports

Custom - Report - Selection

H Report on: Record - Prafile - URL
Cenzan: ¥ ‘Wehsite I~ Mailbox status ¥ Content Manager T Developer

J, . .
EERDIE I Creation Date [ Last Modified Date I Next Review Date [ Expiration Date
| Site Profile
5 5 ol URL
J. eques!
al | Ase O Return IWDD records on each page
[ MetaTage D r
4 Desc
/' Utilities "
Website  [al il
Asc O |http:/f166.97 4,198/ re gionsfre g5 regionSintranet/P age s/iSetalntranetindes. cfim
Desc ¢ [http:/fbarranguitasjobcorps. comd

http: /fhostonregion jobcorps. gow ;I

Content  [Mandaza, Carlos -
Manager |myers, Lura
Asc O

Desc ¢ |Short, Marilyn |

Content Manager
Remove
Select Sort Order
Remove All

Figure 12 Custom Report main menu

welerve

When a specific criterion is selected, the screen will refresh and the selected
criterion will appear below the header list. Each individual criterion permits the
user to indicate which specific attributes are desired for the report, and whether
the information should be presented in ascending or descending order

The default for each criterion is to display all attributes in ascending order.

13
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Sample custom report is illustrated in Figure 13 below

Reports

Frinter friendly Reports - Custom report - As of March 09, 2005

Content
I Reports
[ site Profile hittp: /Aoy, N abcorps. arg
1 RO AD ;
[ Request _ M ORD AL http: S nejobcorps. org

—————— Pearson, Janis
J MetaTags

gt 2 hittp: iy, penobs cotjoboorpscenter. comd
o Ullieles W ORDOAD |ty ffeseew. penobscotioboorm scenter. comd

Pearson, Janis

3 http: /A jobcarpsregiond. org!
M RO AD jobcorpsregiond. arg

Pearson, Janis

OK:

BN i

weliterve

Figure 13 sample custom report

Request Module Reports

Following is the main screen for generating reports based on the request module.
It works the same way as the Custom Report. It generates reports giving the
statistics on the number of requests completed by content managers,
developers, auditors and Web administrators. It also shows the average time
taken to complete the request.

Reguest- Reports - Selection

Select Repart Type
m & Activity Surmrmary © Activity Weekly Summary
f—RepnT S Activity By Role © Actiity By Respanse Time
[ Siteprofile,
/' Reqguest

| Select Date Range
————
/ MetaTags

J Utilities o

Start Date End Date

weliterve

Figure 14 Request Reports — Main Menu

There are four types of reports.

i) Activity Summary — shows the number of Requests Received, Requests
Forwarded and Requests in Process for each role for the period specified. If no
dates are selected will generate a report for data since the start of the
application. Sample Activity report illustrated in Figure 15. To print the report click
Print button. Select the printer and number of copies to be made and click ok.

14
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il User.doc - Microsoft Word M
Fle Edt Vew Inset Format Took Table Window Help AdobePDF  Acrobat Comments Type 2 question for hielp v X
/2 WebZerve - Microsoft Internet Explorer - [O]]
| Fie Edt vew Favoies Toos Hep | »
Ieﬁack - J 2 \ﬂ @ _l\l‘/.’Sear(h . Favories @3 3= \,( < _I 3
]Address |2ju pi/ fwerity. dolet: intr ane ~_report_act.cfm j Go
|tinks &) DEVELOPMENT (€] Itraaardy (€] Hatromerdia - ColdFusion LiveDocs Developer resources ] PRODUCTION (&) Shirci Darshan (@] WabZerveDEY (€] WebZervelntemet »
Frint
Back
Activity: Summary
Date Range: From: 01/01/2005 To: 05/01/2005
Request Received: | Reguest Forwarded: | Reguest In Process
Content Manager A 9 0
PO 9 9 0
eb Administrator 10 10 0
Developer 9 9 0
Inspector [ [ 0
10 o
9
[
1
% 7
s
6 5
18 4
5, H
| ] Dare DT [ @ mrustedsies 4

Page 18 Sec L 135 Atag 4 Col2d  REC 1ok Enl OUR Engsn(Us K

1/ start| ] tnbox - icrasoft Ou. . | W, crund@12jabber.co... | User,doc - Micrasoft | ] WebZerve User_Gu... | ) Unkitled - Notepad ”@w:hzarve-Mlcrn“. ’ﬁ 301 PM
Figure 15 Activity Summary Report

ii.) Activity Weekly Summary - For Weekly Summary Report maximum Date Range
is 4 weeks. Report information is similar to the Activity Report.

iii.) Activity By Role — generates report for selected role and person for the selected
time period.

iv.) Activity By Response Time — generates a report showing number of requests
completed by the selected role and person in a given time period.

Site Reports

These are the reports generated for the Site Profile Module. They can be
accessed from Site Profile Module also. There are three types of reports.

i) By Individual Site — (figure 16) Shows a detail report of the selected site. It also
displays links to any attachments (e.g. certificate of passing or failing site for 508
or ETA Compliance)

ii) 508 Review — (figure 17) Shows a list of sites with dates in 508process.

iii) ETA Compliance — (figure 18) shows a list of sites with dates in ETA Compliance
(audit) process.

15
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Site Profile

' Content ‘

J Reports \ |
/  SitelProfiles
] Reguest \ |

.
/  MetaTags \ |

I U 5

Reorts
koo

welizerve

Report by Individual Site

Site Mame
Home URL
Content Manager
Developer

508 Reviewer

Start Date

Requested End Date

508 Certification Date

ETA Cormpliance Date Date
Publication Date

Motes Creating this site on 02/24/2005 because it did not go through

iy jc40. org
hitp: A jed0. org?
Myers, Lura
Dewveloper, Offsite

Coliton, James
Wartier, Ajit

022452005
120872004
120972004
02/28/2005
0241472005

the 508process module

Figure 16 individual Report

' Content .

/  Reporte -
[ siteProfile
J Request \ |

e
J MetaTags,

Rearts y
. Log|0 -

welizerve

N I B
Reparts

Brint
508 Review

Site Current Status St

Date

Job Corps DESI Mebraska YWebmaster certifies site as 508 058/18/2005
compliant

Montans-Utah Qutreach & Admissions  Y¥ebmaster certifies site as 5058 08/08/2005
compliant

http: /166 87 .4 198/ regionsireqlSiregion  YWebmaster certifies site as 608 030172005

Slntranet caormpliant

Atterbury Job Corps Webmaster certifies site as 508 081772005
compliant

Joh Corps Region 2 Webmaster certifies site as 508 08/09/2005
cormpliant

Talking Leaves Job Corps Webmaster certifies site as 508 08102005
compliant

Job Corps Region 4 YWebmaster certifies site as 508 08/08/2005
compliant

Bine Ridge Job Corps YWebmaster certifies site as 508 058/09/2005
compliant

Faul Simon Job Corps Center YWebmaster certifies site as 508 058/09/2005
compliant

Job Corps (Spanish) Webmaster certifies site as 508 08/09/2005
caormpliant

Springdale Job Carps Webmaster certifies site as 508 08082005
cormpliant

Eoswell JCC Webmaster certifies site as 508 08/08/2005

cormpliant

Figure 17 — Sample 508Review Report

16
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Site Profile

| Content '

| el
[ Remet  _
|l

Reports
Log OFf

welerve

ETA Compliance Audit

Reports

Fareign Labor Certification PERM Externa
|

nejobcorps.org

Job Corps Works

JC Alumni

Quentin M. Burdick Job Corps
Clearfield Job Corps

Denison Job Corps

JC Youth Services Directory
DEEMS

Atlanta Job Corps

Collbran Job Corps

Hubert H. Humphrey Job Corps
Inland Ernpire JCC
Columbiabasin Johcorps

Joh Carps Chicago

Job Corps NY

http: /166,97 .4 198/regions/regls8/region
Slntranet

Montans-Ltah Cutreach & Admissions
Job Corps DESI Mebraska

hittp: i, odjcc. corm
muhlenbergjce. org
wolforeekjobcorps. arg

ey, o400, org

Current Status
Under 808 Reviewing Process

Under 808 Reviewing Process
Under 808 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 808 Reviewing Process
Under 808 Reviewing Process
Under 808 Reviewing Process
Under 808 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 508 Reviewing Process
Under 808 Reviewing Process
Under ETA Audit Process

Under ETA Audit Process
Under ETA Audit Process
S08 and ETA Certified
508 and ETA Certified
508 and ETA Certified
508 and ETA Cenrified

Figure 18 — ETACompliance Report
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Chapter 4

Site profile

Site Profile module is role based and divided into 2 sections.
508 Tracking — tracks 508 Review Process
Users — Content Manager, Web Administrator, 508 Reviewer.
ETA Tracking — tracks the ETA Compliance Audit process.
Users — Web Administrator, Auditor and Content Manager.
After login click Site Profile Button on the left. Following Site Profile screen will be
displayed.

ENT ] PROCLCTION 4] ProducbionDCHL TR Wab Mareg et Syatem- Audk 5 Wrdaws Merbetplecs ] cpdoffion « T & Status Reooting 48] )
"‘,‘;f.-. N A -

Gie Piofie
Eire Eummary

Site Mame. |

T Resertss

Figure 19 Site Profile main

1.) Select Site Name from drop down list box to see the summary, 508
Certificate, ETA Compliance Certificate or report of failing

2.) 508Tracking: Click 508 Tracking Button to start a 508 Review process

3.) ETA Tracking: Click ETA Tracking Button to start the ETA compliance audit
tracking.

4.) Report: Click the Reports Button to see a report by Individual Site, 508
Review, or ETA Compliance Review.

18



Webzerve User Guide

508 Tracking Flowcharts

Section 508 Review Process

Note: Webmaster can
reassign the 508 Rev.
10.)Web Admin can hold
the review process

Note: 9.) CMGR
can hold the
review process

Figure 20 508Tracking Flowchart
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508 Tracking

Content Managers

When a Content Manager clicks ‘508 tracking’ button following screen is
displayed. The first line displays login content manager name and his role.

18, Diajaart i

f=san s ]

Web Page Management System
il o Liabur, Eegipm afit sel Trairing Adoninsdnsiiun

S Ll
Bordd, Kty is working on 508 Process as a Lomlan Manager

iip 165 OF A TOR e sirecl 0 e oreb et i
Wk nEWSHE fwn

\Hp Mesteile i

| ceher Seen [Fresse shocse. =

hitp: fhwmve. dolet . gow'programs!
ARAT T E R =T I
Tttp: fAw aves ciolit & go v dmatraed
hitp:ffdr dolata gooope

witee REL_[Fiae

hitp:ttast 1

Figure 21 508 tracking page

Action Needed Site Names: List of site names which have been returned by
508 Reviewer and Web administrator for “Request Remediation” which need
action to be taken by Content Manager. Click link to go to the detail page. If no

action needed for content manager then no sites displayed.

Other Sites: Dropdown list of site names that are assigned to the login Content
Manager but where the 508 process has not started yet. The first choice is “Add
New Site”. If the site is not in the dropdown list box, select “Add New Site” or
select the name from the dropdown list to go to the review add screen where you

can initiate the 508 review process.
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Add New Site and Initiate 508 Review Process:

If the site name is not in the dropdown list Content Manager Adds a new Site
and initiates the 508 Review process in the same screen by selecting Add new
site from dropdown list. See the screen below.

ENT FjFROOUCTION ] Frishetian DOL ETA Wk Management St - it 580 Windkas Markstplacs ] sodafTien - Trvm & Skt Raporrg. (]

Keywnrnd | UPL| Tifle

53 Rovewy Add

Ska Nama +|
Home WAL * |
Contar Maesgar ® [Bord, bith =]
y ] thahMaster * | Bares, Yenus =
foraTe Sial Dt P0G fmbidiyyes]
_' Yallss Poges i
e e =

Comment=

“Feguired fild.

Figure 22 - Initiate 508 Review Process

Site Name: Insert Site name — required field

Home URL: home page — required field

Note: It is important to insert the correct Home URL name in order to spider the
URL’s from the site.

Content Manager: Login Content manager is selected in the dropdown list by
default. — Field is editable

Webmaster: Venus Baines is select by default

Start Date: Today’s Date by default — editable

Comments: Comments are made a part of the email when the email is sent to
Webmaster on submit. After completing the information click 'Submit’ to save and
‘Cancel’ to go back to the previous page. On submit the site is created, 508
process is initiated and an email notification is sent to the Webmaster.
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508 Reviews Add:

If you select site name from dropdown list, the page will refresh and Review add
screen will be displayed as follows:

Web Page Managemant System

..({;} H ! . I;F‘ 1%, Dapactirent of Labar, Brepleyriuetl and Trimieg Rdieinulealiom

s e T E——

I Comtegt l

i Sl Feene it Sheswn. dolatm go'simis’
——ree Cuntanl Wanager Al Fazal

I Sefla Pl = e

— e i b s L rHa-r-a-.a Wanus "'l

Srai Dot Fi'l.:‘lﬁl"ﬂ}'- Skl

Flea=e acart this review j
process|

Camrnerts

I||||:||
(el T f—

Lo DLy

welisrve

Figure 23 - 508 review add

Site Name: Selected site name. — Read only.

Content Manager: Login (assigned) content manager for the selected site.
Webmaster: Dropdown list of web administrator. Venus Baines by default — at
present nothing to select. — Read only

Start Date: Today’s date by default. The date can be changed.

Comments: Content Manager can write his comments and click ‘Submit’
button. A confirmation page will be displayed and email notification will be sent
out to Venus Baines and a carbon copy to the login content manager.
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Web Administrator

When a Web Administrator clicks 508 tracking button following screen is
displayed

5§ W Web Page Managemant System
H . ]i' " WA Dapirtirent oof Laber, Eregleymnertd daml Tienig Adreimsile il

T

B, VenlE i woikieeg on 508 Plocade ae | Web Admipistrato
oy weaek 10 Changs e mie pleane welet ang
Conlen| blarogsr &E Pevawnr

J Aude B ption Maeded
T seePatie Btk namas

b e, dolls povimind

it i ks et

It S dodite gont mduacti

bt e pows doleta gooinermeiop!
It oy ecucec: dolaiy cpomt

S ¥ her Silus Plexe thoosa rl

welnerve

Figure 24 - 508 tracking page for web master

Venus Baines is a system administrator so she can work as a Content Manager,
Web Administrator or 508 Reviewer. By default she will work as a Web
Administrator.

Action Needed Site Names: List of site names where a.) 508 Process is
initiated by content manager. b.) 508 Process reinitiated if process
stopped for any reason in the past by the content manager or web
administrator c.) Sites back after content manager has made corrections
to sites failed by 508 Reviewer and sent for request remediation. d.)
Sites passed by 508 Reviewer.

Click the site link which will take you to the detail page.
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Detail Screen
The detail screen changes depending upon site status. If 508 Process is initiated
by content manager you will see the following screen.

510 Rewewr 4di

Site Narma g et dnleta gows s’
Cartert Mansger &6, Faisal
Wiehivlastar Bainas Wanus
S Raviavear | s
Start Crle D A2E2005

o A — FE'!IJE'B'lEd Erd Ckle | e dddty

' FastTap g sl
" Yellow Pages
ST " Siop Roview Pracess

zl
Gomments
Bt E ; ;I
Liapced 1
[T e J—
Rt higlory
_ﬁ_lall_[?gbq.{'l‘l_rng_ St  From | To
WE"F.'.“H"F 1 ﬂ;ﬁ:ﬁ?ﬁ [eonbert Manage npbifles e maser AR, Falsa] Baines e
Figure 25 Detail screen
. In this screen Web administrator a) assigns 508 Reviewer from the

dropdown list b) insert the Requested End Date c) Puts comments if any. d)
Clicks Submit button -508 Reviewer is notified by email and a cc is sent to Web
Administrator.

e) Web Master can also stop the process for any reason by selecting the Stop
Review Process radio button and then click ‘Submit” If process stopped
content manager will be notified.

If process is reinitiated, nothing to select on this screen. (Comments if any)
and Click ‘Submit’ button.
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. If a Site is failed by 508 Reviewer and returned to Web master — Request

Remediation and Stop Review Process radio buttons are displayed. a) Select

Request Remediation button b) Put comments if any. c¢) Click Submit button —

email is sent to Content Manger and cc to Web Master.

e If site is passed by 508 Reviewer and returned to Web master — Certify Site
and Back to Reviewer radio buttons are displayed.

a) Select Certify button b) Put comments if any. b) Click Submit button —
notice of certification is sent to Content Manager and cc to Web Master.
Alert box shows if you want to initiate Audit process. c) Page is refreshed
and Request ETA comp. End date field is displayed. Fill in the Requested
ETA Compliance End date and click submit and audit is initiated. You can
click cancel if you do not wish to start the audit immediately. The audit
process can be initiated by WebAdmin from the ETA Tracking module.
NOTE: Webmaster can ask Reviewer to review again by clicking Back to
Reviewer with comments. Webmaster is able to Stop Review Process any
time.

Review history is displayed at the bottom of the page. The current status is
displayed in red color.
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508 Reviewer

When a 508 Reviewer clicks 508 Tracking button following screen is displayed

WEIJ Page Hanagement System
H ._ Jf-'. A Dapartreent of Labar, Ermplyrnoal and Training Admisils

/*““ E—

Gite Lizt
Jibndid, Dirddl (2 wink ey o 508 Procage BE a 608 Radewer

Artinn Negdid
SR names
bty Sy cholata sl mial

Ciber Slias | Pless= chocss =]

Figure 26-508 tracking screen for 508 reviewer
Login reviewer role and name is displayed.

Action Needed: List of site names that are assigned to the login 508 Reviewer
and which needs action to be taken by the reviewer are displayed. Click the link
which will take you to the detail page.

Other Sites: Drop down list of other sites in process where the login 508
reviewer is assigned.

Detail Screen

After Reviewer finishes his 508 compliance review he can pass or fail the site. If
site failed select Fail radio button and write comments. Attach report and then
click Submit. An email notification is sent to Web Administrator that the site failed
and is not 508 compliant.
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Figure 27- detail screen for 508 reviewer

If site passed, select Pass radio button, write comments. Attach the certification
and then click Submit. If site passed attachment of certificate is required. An
email notification is sent to Web Administrator that the site is passed and
certified.

NOTE: a.) Final certification is given by the Web Administrator
b.) Webmaster can hold certification by asking the Reviewer to
reconsider his/her findings.
The status of certified sites can be viewed in Site Summary.

Review history is displayed at the bottom of the page. The current status is
displayed in red color.
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ETA Tracking

ETA Tracking process is similar to the 508 tracking process with a few
differences.

ETA Tracking (audit) is initiated by Webmaster from 508 tracking (if started
immediately after 508 certification) or from ETA Tracking (if Webmaster chooses
to initiate at a later date). After Auditor finishes his audit, he sends a failing
report to Content Manger or a passing certificate to Webmaster, who in turn
certifies for ETA Compliance. See flowchart below. This module functions similar
to 508 tracking.

ETA Compliance Audit Tracking process -flowchart

Workflow for Audit process
Created 03/01/2005

Webmaster
assigns an
Estimated End Y
Date for Audit
URL;s process

Content Manager
makes changes
and resubmits for

Audit

WebMaster
approves ETA
Compliance

Figure 28 - Workflow for ETA Compliance process (audit)
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Reports

When you click Reports button from the Site Profile module following screen is
displayed.

Sie Repods
Site Repart=

« By Indandual Siw
s 508 Raview

= ETA Corvedignte Ajjk

[ —
fAdenicration

Figure 29 - Site profile screen

Three types of reports can be run from this module.

By Individual Site — This is a summary report. Copy of the 508 or ETA
Compliance Certificate or failing report can be obtained from this report by
clicking the appropriate link

508 Review — displays current status of each site in 508 Review ETA Compliance
Audit — Displays current status and certification dates of each site-.

NOTE: Audit Error Report can be run by the Content Manager, Auditor
or Webmaster from the Reports Module.
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Chapter 5
Audit

Access to the Audit functions of WebZerve is provided only to Auditors. If

you believe you should have access to the Audit functions, please contact a
WebZerve Administrator.

When you click on the Audit tab, the screen in Figure 30 is displayed.

This is a chronological list, in descending order with status information of all
audits conducted using WebZerve Audit module. Clicking on a specific Audit
Date will take you to the Audit Profile screen.

Audit
' Cuniz ' Audit L . Audit
_f-_RepoT 1 Date Description Site Name Completed
[ Audit 02A10/2005 Pineridge - Jobcorps hitp: s pineridoejobcorps. orgl Yes
'rm ol D5/09/2005 Region2 - JobCorps hittp: /oy jobcorpsregion2. com/ Yes
b | 080972005 Paul Simon JCC hittp: ffwanie. chicagojobeorps. orgd Yes
. ez —_ (Chicago center)
LRGN [05/09/2005 Job Corps Spanish hitp: #fmifuturo. jobcorps. gov Yes
| FastTag | 08/09.2005 Mantana-Utah Qutreach hitp: S mtutjcinfo. com/ Mo
m and Adrmissions -
—— Wobcorps
l{tlflt'es‘ | 02/09/.2005 |Springdale - Jobcorps  |hitp: e springdalejobcorps. orgd Yes
P LluiLBec O[5/ 05/2005 Regiond - Jobcorps http: ffweieer jobcarpsregiond. org’ es
02/08/2005 Roswell - Jobcorps hittp: e roswelljobcorps. orgf Yes
D2/08/2005 Homestead - Jobcorps  http:/fhomesteadjobcorps. com/ Yes
05/08/2005 |Sauth Branx - Jobcarps |hitp:/fhronxjc. argl Yes
03/08/2005 Boston Region - http: #bostonregion. jobcorps. gov/ Yes
Jobcorps
Add 02/05/2005 |Gary JobCorps hittp: e garyjce. org Yes
Criteria 05/05/2005 Shriver Job Caorps http: /fweacw. shriverjobcorps. comd ‘fes
03/05/2005 Barranguitas Job Corps |http:fharranguitasjoboorps. comd Yes

Figure 30 — Audit

Audit — Add

From the Audit page, if you click on Add, you are taken to the Audit —

Add page (Figure 31) to define a new audit.

Date: Date Audit completion is expected.

Site: URL of the audited website(s).

Description: Text describing the constraints and limitations of the audit.

This may include information concerning what is and is not reported in

the audit and any unusual decisions made by the Lead Auditor during the

course of the audit. User definable variable that specifies the sample size
necessary to support an acceptable audit Margin of Error (MOE). The

MOE is expressed as a percentage.

Score Threshold: This is the number of non-conformances that will result in a
page ‘failing’ the assessment.

After filling in the information, click on the Add button. You will be taken to a
screen confirming that the Audit has been successfully added. Click on OK to be
taken to the Audit Profile page.
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Audit

' Content l

_——
/ Reports

—_———
/ Audit
e
/' Site Profile

_—
/ Reguest

———
/  MetaTags

_—
J Fast Tag

_———
J YellowPages

| ST T
J Utilities)

| gy P re——rp—
J Administration

Audit - Add

Date * |08/30/2005 (rmdddfy )
Site * [All Sites &l
Description *

Sumrmary

Margin of Error * |0 'I

Score Threshold*

Ll | |

(Format: o0

"Regquired field.

Add

Log Off

welizsrve

Figure 31 — Audit Add

Audit Profile

Audit Profile, illustrated in Figure 32, is very similar to the Audit — Add

screen, but contains the additional features Criteria, Sample and

Update in the toolbar.

To establish the criteria against which the Audit will be conducted, select

the Criteria button on the toolbar which will take you to the audit assign criteria
screen as illustrated in figure 33.

Audit - Profile

' Content '

—_—
/ Reports

 andt
/ Audit

I Site Profile
/' SiteProfile

_—
/ Reguest

———
/  MetaTags

[ FastTag)
J YellowPagee
[ Utilities.
[ Adminietration

Griteria

Samle
Update
Log Off

welizerve
Figure 32: Audit Profile

Date *
Site
Description *

Sumrmary

Margin of Errar *
Score Threshold*

Excluding Type

0B8/30/2005
http:/fwedr. doleta. goviopr/ j
sample audit ;I

[
sample audit ;I

=
10 'I
5 {Format: »00¢0)

[CASP " cFm [T Ccss [T osy W Doc
[CpoT T HTW [T JSP W RPOF [T PPS
M PRT [T RTF M THT [ WEZ W WPD
FELs T osmML

™ Reguired fieid.
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Audit - Assign - Criteria

Copy Audit j

e W Assigned Criteria

[ Site profie ~ _

.f'_RequT - Wyeight Criteria List

[ Meta Tags L (Format. o000

[ Fastieg  _

_m . I Consistent Look and Feel

w . l— Accessible

[ Administration l— Dislairners
I— Copyright and Trademark
l— Meta tag Assessment
l— Technical

g—r— I— Timely, Accurate, and Complete
I— Content Depth Assessment
l— Current vs. Archive
oK. l— Spelling, Typos, and "Wordos"
Log OFf l— Fage Titling Assessment

welisrve

Figure 33: Audit — Assign — Criteria

If you wish to use the same criteria that a previously defined Audit used, then
open the Copy Criteria feature to select an audit and click on

the Copy button on the toolbar. The next screen will inform you that the Copy
Audit was successful. Click on the OK button to return to the Audit — Assign —
Criteria page to establish the weights for each criterion.

If you wish to simply assign criterion from the default list, then enter the weight
into each text box next to the selected criterion. Click on the Update button and
the next screen will show you a list confirming which criteria have been assigned,
as well as opportunity to adjust the weights assigned and then Update the Audit.
To remove a criterion, delete all text in the Weight text boxes and click Update.
Add: If you wish to add a new criterion to the default list, select the Add button,
as illustrated in Figure 32, and then enter the Name (a brief title) of the criterion
and a description of the criterion. Click on the Add button again to incorporate
the criterion into the database.

When you are done establishing the criteria for the Audit, click on OK to return
to the Audit Profile screen. From there, click on the Sample button. WebZerve
will automatically create a random sample from the website selected for the
audit, of a size sufficient to create the Margin of Error you have stipulated.
Sample Size: WebZerve calculates and displays the number of web

pages analyzed in support of the specified margin of error.

After pulling the sample, click on the Lock button. Click on the OK button to
return to the Audit Profile screen. The Audit Profile screen will now have
different functions on the toolbar.

To review a page from the sample, click on the Request button.

WebZerve will select a URL from the sample and present it on the screen.

Click on the URL hyperlink, as illustrated in Figure 34, to bring up the

Audit — URL Findings screen, as illustrated in Figure 35.

The URL address hyperlink, if selected, will open the web page in a new
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window.

Beneath the URL address are the titles of the criteria selected for the
Audit. Clicking on a criterion’s title will open a pop-up window containing a
description of the criterion. The center column is to record the number of
non-conformances found when assessing the page against that criterion.
The right hand column is to record comments on the nature and quality

of the audit findings.
I Audit

l Gontent l The following URL has been assigned. Click on the link to begin the Audit.

—_—
/" Reports

 aodt
J Audit

I ciabDonfls
/ SiteProfile

—_——
/ Reqguest

————
/ MetaTags

_—
/ Fast Tag,

——
| YellowPages

| ST T T
J  Utilities

| gy Ty ——r—
J Administration

Audit - Request

hitp: ffwdr. doleta. goviopr!

welierve

Figure 34: Audit — Request
Audit

' Content ‘ URL : http:ifwdr. doleta.gov/opr!

_-
J Reports L

Audit - URL Findings

[ RudE
e 1
[Metatags

-
/ FastTag u

e
J YellowPages
J Utilities .

J Administration,

Uda te y

ViewTad|

OK: ’

Log Off

welizerve
Figure 35: Audit — URL Findings
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The View Tag button creates a pop-up window displaying the page’s assigned
Metatags. This feature makes it easier to assess a page’s compliance with
Metatag policies and standards.

Once you have completed the assessment on the page, click on the

Update button. The results will be saved to the audit database and a message
‘The Audit has been updated successfully” will display:

From this page, you may select the Request button to receive a new

URL from the audit sample. Click My URL button to see the list of URLs
previously assigned to you (Figure 36), or the OK button to go back to

the Al'J“Cllui.E — URL Findings page.

' Content . 1 assigned URL

/

s \ URL | Status
/ Audit
K_L ‘httg'fﬁwdr doleta gov/oprs ‘Cnmplete
| Site Profile ‘ ‘
-
! Reqguest

—
| Meta Tags

Audit - My URL

-
! Fast/Tag

—
J Yellow Pages

 rwilkiae
J Utilities

| P P —
J Administration

0K -

Reguest
Log Off

welinerve
Figure 36: Audit — My URL

Clicking on the URL will take you to the Audit — URL Findings for that URL.

Audit — Report

From the Audit Profile page you may select the Reports
button and go to the Audit — Report — Selection screen.
Use the drop down list to select the type of report you would like to
Generate. For more details on audit reports refer to Reports section.
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Chapter 6

Requests

The request module keeps track of all the requests made by content manager to
create/update site or urls. It allows the content manager to assign the work to a
developer, send attachments of related documents and links of related URLS.
The request module displays a list of pending tasks assigned to the logged in
user. (figure 37) Before and after the work is started by the developer the

request has to go thru several checks and approval process.
" e e e e e e e s S BT

P Request
Mailbox

Webzerve system administrator Gurjar, Aruna can work as following roles. Please select one.
m Content Manager PO Administrator Web Administrator YWeb Developer Inspector
[ Fepore —_
[ A _
[ SteFroE - _
[ Reguest | RequestMo | StartDate | Request Type I Content Manager |
[ MetaTags | 0S082240B4 | 08/22/2005  etted Changes itfarden, Susan
[ Fastan
[ YellbwPagee
[ Administration

Reguest far
& Inspector Gurjar, Aruna © all Inspectors

Add

Advanced Searchy

Log OFf

welierve

Figure 37 request mailbox screen

Request Process

Request is created by Content Manager (CMGR) then sent to Program Office
Administrator (POAdmin) who approves the request or Kills the request. If the
request is approved by the POAdmin it is submitted to Web Administrator
(WebAdmin) who in turn assigns the request to Web Developer (WEBDEV).
Once the work is completed, Inspector (AUDIT) does a final check before he
notifies content manager to approve and post to production. If he finds a problem
he sends it back to Web Administrator’'s opinion. Content Manager if approves
the request notifies developer to post the request to production. Developer
marks the request as completed once he posts it to production.

See Appendix | for detailed diagram.
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Appendix | - Web Posting Process: New Site/URL and Update Site/URL

‘Webzerve Web Posting Process

Gontent Manegar - FENENLANEger

(eapesT)] Reaues

‘Web Developér inspecion

B subi o conlent

Figure 38 web posting process for regular requests

If the request type is Vetted New or Vetted Change the request does not have to
be approved by POAdmin. See Appendix Il for detailed diagram.
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Appendix Il - Web Posting Process: Vetted New and Vetted Changes.

Webzerve Web Posting Process

[] i
Gontent Mansger Conlent Managee

[ CREATE Submit
\_ REQUEST Request

Wah Devalopar mispecior,

Ralease o oroduction Caniert M;
B SUbH 0 conlent e Dersion Post i Wen i
Maragor

- .
TSRy Inspection

Wb Daveloper

Figure 39 - web posting process for vetted requests

Role Responsibilities

CMGR - Content Manager creates request for adding or updating web site or
web page. The request should include all required information and submit the
request to POAdmiIn with optional comments. Content Manager gets an email
and the request is displayed in the mailbox screen under “Request for Posting to
Production” when request completed in development server. It is the
responsibility of the Content Manager to check and approve the work and notify
developer to move it to production thru Webzerve.

POAdmin - Program Office Administrator can approve, disapprove or terminate
a request submitted by content manager. If approve send to Web Administrator
with optional comments. If disapproved back to content manager with reason.
Content manager can modify and resend the request. If terminated request is
killed.

WebAdmin - Web Administrator assigns the request to developer by selecting a
developer from dropdown list. If the request is back from Inspector with problem,
WebAdmin determines whether to release the changes to production or return to
web developer for corrections. Web administrator can reassign the request to
another developer if the developer is not available and also flag it as high priority
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by going to all developers and selecting the request and going to the workflow
screen.

WEBDEV - Web developer completes the request and sends the request to
Inspector from dropdown list, with optional comment. Web developer should
provide the URL link in optional comment so that the inspector can review the
page before sending to production. High priority requests will be flagged by a red
color exclamation (!) mark in the mailbox screen for the logged in developer.

AUDIT - Inspector audits web developer changes based on request and criteria.
Release the changes to production or send the request back to WebAdmin if
problems found. The request is not closed until developer posts the changes to
production or cancels the request via Webzerve after Content Manager has
reviewed the changes on the development server and instructed developer to
post to production or cancel the request.
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Create Request

CMGR can create Request through the request add screen (figure 40) by clicking

Add button in the mailbox screen.
B Request i L e B A |

Request - Add
* Request Type -
[ Reports URL |

/ Audit
* Content Manager -

[ Site Profile
/" Reqguest * PO Adeministrator hd
* Description =]

[ MetaTage
[ Fzctiag
J YellowPages)
[ Rdministration.

* Start Date [05/30/2005
= Due Date

Save -
Attachrment

Cancel I
|
|

Browse...

Browse...

E Off,__»

Browse

Browse...

Weblerv& I Browse...

WebZerve allows you to attach as many as five files at a time

[f you wish to attach more than five files, use the 'Save?button
to attach the first group of files and then return to the Request
Profile page to attach additional files

* Rennirad fiald

]
Figure 40 Request add screen

CMGR provides Request Type and names of Content Manager and PO
Administrator by selecting the info from the list boxes. He also provides
description of the work to be done, Start date (which is today’s date by default)
and the date the job has to be completed as End date. He can attach supporting
documents by clicking the Browse button and selecting files from pop window.
He can attach 5 documents at a time. Webzerve automatically generates a
request number when the request is saved. Click on Save will bring you to the
workflow screen where you click on the Submit Request link. An emalil
notification will be sent to POAdmin or Webadmin depending upon the request
type. NOTE: The request is not complete until you click Submit Request in
workflow screen.

Edit Request

Assigned CMGR can edit request until it is submitted. Once the request is
submitted to POAdmin or Web Admin, it is locked and cannot be edited.
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CMGR can click on request number link in pending task table to edit the request.
The table fields include request number, start date, request type and content
manager.

Workflow

Mailbox screen displays requests depending upon the role of the person logged

Reqguest - Profile
re Request Number 0508224064
queSt to See the m eg:lre;zm ;gti Subrnitted to Inspector
status in profile screen ===

(flgure 41) and then go W: Content Manager Worden, Susan

Weh Admin  Baines, Wenus

)/ Site Profile Bill | L
to the workflow screen Jarmas Developer Billngsley, Lewis
. ——— Inspector Gurjar, Aruna
(f|gure 42) ARDEEEIEERS Description {On the MIS Menu, there is a link for "Search by -
J  FastTag - Investigator or Certifying Officer”. Off of this
|| Yellow Pages . link, there is a report option for "Swmary for

Utilities Investigator v.2". The resulting report provides
1 T a tasble detailing investigator case load with

J Administration regard to "production”, "non-

production®™, "reassigned to" (designating cases
assigned from the report investigator to another
investigator), "reassigned from™ (designating
cages assighed to the report investigator from ;I
Request Type etted Changes
Workflow Start Date 08/22/2005
Due Date 08/29/2005

oo [Off
Related URLs

Wetﬂ,e}u'ﬂ Attachments

Related Metatags

Figure 41 Request Profile screen

Request - Workflow

Complete Inspection
l Gontent l Comment B

J Reports .
| Audit .
 SteFore ¥
J/  SiteProfilef &
J Reguest u
Vet Tage Request Mo, 508224064
/ N
e | Request process history
’ FustTuy — A Detail Date/Time Status From To Done
J YellowPages g DEOLEZOOS o e to Inspectar Billingsley, [ io ana [PlinGsley.
Utilities 2 |liosszz Lewis Lewis
4 3 8/22/2005 Billingsley.
[Aminstation) 3 [jgssmg  [Pubmittad to Wab Davelopar Baines, Vanus | Baines, Wenus
B/22/2005 )
2 [leagqe  [Request Submitted orden, Susan Baines, Yenus [iforden, Susan
B/22/2005
1 [oogon  [eduest Created orden. Susan Warden, Susan Worden. Susan

Lo Oy

welierve

Figure 42 - Workflow screen
where you can fulfill your role in the request process. (see Role Responsibilities
for detail.) The workflow screen displays workflow process history. Click the
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number in the detail column to see comments and person information. (see

figure 43)
P Request

Reguest - Workflow Details

Request No. 508224064

Content
I Renorts .
/ Reports al Status  Submitted to Inspector
 aopdit
ARNCEUTNRE Date/Time  0B/30/2005 10:55:22
 citm Derfila
/' Site Profile
'(,7 3 Comment  |http://166.97.5.196/ tradeact/dtaa mlS/searchInvEst;I
/ Request Ccfm -
———
/' Meta Tags
I Fast Tag Talked to Content Manager & nuaber of times to
ro————— 1 discuss the regquirements of this reguest.

I Yellow Pages

Fixed the code in many problematic cells and
J Utilities .

created a new query for each cell code. This i=s a
,-Admim'siraiinn o much bigger task than it appears to be. LI

Full Name  Gurtjar, Aruna
Person Role  Auditor, Inspector
Phone  (202)693-8222
oK Fax
Email gurjar. aruna@dol. gov

Log Off

Full Mame Billingsley, Lewis
Persan Role  Web Developer
Phone  (202)593-5208
Fas
Email  Billingsley. Lewis@dal. gov

welizerve

Internet and Intranet Web Posting Process

T

Figure 43 workflow detail screen
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Request Process Cheat Sheet for Content Managers.

Create Request

1.) Login to Webzerve at http://verity.doleta.gov/webzerve/internet/login.cfm
USERID: first initial of first name and last name
PASSWORD: doleta (or the one you have created)

2.) Click Request Button on the left. This will take you to the mailbox screen.

3.) Click Add button on the left which will take you to Request add screen.

4.) Fillin the information and click Save. The request will be saved and you
are back in the workflow screen.

5.) Attachments. You can add 5 attachments at a time. To add more than 5
attachments simply save and come back to the profile screen before you
submit the request.

6.) Click Request Submitted. WebAdmin or POA will be notified by email to
process the request and the request will disappear from your mailbox.

7.) *If you have a long description to write, please write it in word and then
copy and paste it in the description box. For security reasons application
will log you out if the application sits idle

Posting to Production

1.) After the work done is approved by the auditor you will be notified by email
and the request will reappear in your mailbox under “Request(s) Post to
Production”

2.) After you have proofed and approved the development version of changes
login to Webzerve

3.) Click Request and come to mailbox screen.

4.) Click the request number under Requests for Posting to Production and
you will come to profile page.

5.) Click workflow (yellow button on the left) and you will come to workflow
screen where you have 2 options. a.) Please Post to production b.) Please
Terminate/Cancel Request. Choose your option by clicking on the link. You can
put comment (if any) to the developer in the comment box.

6.) Developer will be notified by email to post to production along with the
comment (if any).

7.) Developer after posting it to production or canceling the request will enter
“posted to production” or “cancelled” thru webzerve and you will be notified. This
completes the request.

42


http://verity.doleta.gov/webzerve/internet/login.cfm

Webzerve User Guide

Chapter 7

Meta Tags

Use the Metatags tab to open the WebZerve features for managing the Metatag
catalog. You can add a new Metatag to the database from the following screen.
Adding or modifying Metatags is limited to the Administrator level only. Other
users are not allowed to alter the Metatag databases.

When you click the Metatags tab, you are taken to the Meta Tag —

Dictionary home page, illustrated in Figure 44.

“Metatag” is the root folder containing all available metatags. Click on the
Metatag folder to display the Metatag database tree. The

database tree is essentially a hierarchical listing of the metatags in the folder.
Click on the + sign to the left the folder name and that folder

will expand, displaying the Metatag values under it.

I BTN [

— Meta Tag - Dictiarary
[ MataTag -

S
_.rm.lmnrntmn

ATOTRG
0 P

Figure 44: Metatag - Dictionary

Click on a Metatag value, and the Metatag — Value Profile page for
that specific Metatag will display, as illustrated in Figure 45.
From the Metatag — Value Profile screen, you are able to:
» edit the existing Metatag values by changing the information in the right
hand area of the screen.
» add another Metatag value to this Metatag by using the Add Value
button.
Name: Value name
Type: Global or local
Relevant: Relevant, Yes or No
Org: Click the down arrow to select your Organization
Selectable: Yes or No
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Description: Description of Metatag

Figure 45: Metatag — Value Profile

» reposition the Metatag in the hierarchy by using the Move Value button
To change the parent of a value, just click on the link that you wish to assign as
the parent.
Name: Metatag name
Type: Global/Local
Relevant: Yes, No - a relevant tag can be added to a URL.
Org: Click the down arrow to select the organization you represent.
Selectable: Yes/No
Description: Type in a description for this new Metatag.
» add another Metatag under this Metatag by using the Add Tag button,
see Figure 47.
Name: Insert tag name. This is the only required field here.
Type: Type can be global or local. Use the drop down list for selection.
Relevant: Yes or No - Yes; Metatag is relevant - No; Metatag is not relevant.
Organization: Select your organization from the drop down list by
clicking on the down arrow beside the organization name.
Selectable: Metatag is optional and not mandatory.
Description: Insert a description of the tag.
Default Value: Insert the default value.
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LS s ]

Figure 47: Metatag — Tag Add

After making any changes, be sure to select the Save button. You will see a
confirmation that the Metatag has been added successfully to the database. If
you select Cancel, the information you entered will not be saved and you will go
back to the Meta Tag — Dictionary

To exit WebZerve, click Log Off.
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Chapter 8
Fast Tag

Selecting the Fast Tag tab will take you to the Metatag assignment features
of WebZerve. Within Fast Tag, you will be able to review the Metatags
currently assigned, and edit or create Metatag assignments.

The home page for the Fast Tag feature is Fast Tag — URL — All. An
example is shown in Figure 48. If you select one of the URL hotlinks in the
report, you will be taken to the Fast Tag — URL — Assignment page,
illustrated in Figure 49. The features of this page include:

URL hotlink: will open the web page in a new window for review.

Metatag Catalog: selecting a Metatag hotlink will reveal the hierarchy of
tags beneath the selected Metatag. You can assign specific Metatag to the
page by selecting the desired tags using check boxes next to the tags, then
clicking on the Submit button. The database will refresh, and you will notice
that your newly assigned Metatag is shown in the window above the Metatag
hotlinks.

Profile: Clicking on this button in the left hand tool bar will take you to the
content profile screen for this web page.

Freeform: Clicking on this button in the left hand tool bar will take you to
the Freeform Metatag assignment screen. (See the next section for details
about using the Freeform feature.

Figure 48: Fast Tag — URL — All
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Figure 49: Fast Tag — URL — Assignment (Structure Screen)

You can return to the Structure Screen by simply clicking the Structure
button on the left hand tool bar.
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Figure 50: Fast Tag — Ui?L — Assignment (Freeform Screen)

Fast Tag — URL — Assignment (Freeform Screen)

At this screen, you are able to create and assign Metatags that are unique to the
page. Freeform Metatags, Figure 50, are considered

optional, unlike tags that are mandatory for various web pages. These additional
Metatags can be added to a page at the discretion of the organization working
with the page. Freeform Metatags are available across various agencies.

Simply enter the Metatag text into the appropriate text box and click on the
Submit button. You can also assign more than one tag at a

time by selecting the desired number of tags by using the Shift or Ctrl

key and clicking Submit. You can remove Metatag by highlighting them

in the top window and using your Delete key to remove them.
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Fast Tag — Status

Use Fast Tag, Figure 51, to add a pre-set series of Metatags to a web page.
This number is generally 80% of the total population of available Metatags. Click
on Status to display a report with the following information:

URL Population: Number of URLs in 100 and 80% of the total URL population.
URL Metatag Count: Number of URLs having this many Metatags, 1 - 4.
Metatag URL Count Goal: Difference between 80% and the number tagged.

Faal Tag- Stais

100 e
URL Population 3518 1655
d 3 2 1
URL MelaTag Couni: 1900 28 1+ o
Auderen DOncTyps  Cubfpency Cubpd
MetaTag LRL Cour eIk 1813 Fici ] Fild |

Gogl -5

Figure 51: Fast Tag — Status
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Chapter 9

Yellow Pages

The Yellow Pages function forms an internal taxonomy system. Refer to it to
identify and locate individuals with specific subject matter knowledge (experts)
within your organization.

The initial Metatag screen and Yellow Pages screen, illustrated in Figure 52, look
alike but their functions differ. From Yellow Pages the user can view, add, update
or delete the subject matter experts assigned to the Metatag while from the
Metatag screen one can view, add, update or delete a Metatag or view, add, or
update or delete a Metatag value in reference to an existing Metatag.

By default you will see a single Metatag root folder.

1. Double click the folder to expand the list under the Metatag root folder. (The
figure displays an expanded Metatag tree.)

2. Click any plus sign to expand the Metatag tree further.

3. Click a Metatag Name link to view, add, update or delete an expert to the
Metatag.

Cancel: To cancel your transaction, click Cancel.

Log Off: To exit, click Log Off.

Figure 52: Yellow Pages — Meta Tag — Selection

Yellow Pages — Meta Tag Value — Expert

Clicking the Metatag link in the left hand window displays the following, as
illustrated in Figure 53.

By Tag: By default the Metatag tree is sorted/ordered by tag.

By Expert and By Organization: In the future these buttons will be used to link
to the screen displaying the Metatag tree sorted/

ordered by the Expert/Organization respectively.

Add Expert: To add a new expert to the Metatag click the Add Expert button.
Delete Expert: To delete an existing expert select the checkbox to the right of
the expert name and then click Delete Expert.
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Log Off: To exit, click Log Off.

To update an expert, click the Expert Name link. The screen is similar to the
Add Expert screen. Here you can only update the comments.

Cancel: To cancel your transaction, click Cancel.

Log Off: To exit, click Log Off.

Figure 53: Yellow Pages — Meta Tag Value — Expert

Yellow Pages — Meta Tag Value — Expert —Add

When you click the Add Expert button in the Yellow Pages screen the

Add Expert screen displays, as illustrated in Figure 54. Here you can

add an expert to the selected Metatag.

Note: Add an expert profile through the Administrative Person —Add screen.
Expert: Select an expert name from the dropdown list box.

Metatag Comment: Insert your comment.

Add: Click Add to save the information.

Log Off: To exit, click Log Off.

RN IS

Vel Fanss - Mets Tag Valie - Expar - Add

Muata Tag Audiance - Employars

Expen
Mebn Tag Vake Comment:

Figure 54: Yellow Pages — Meta Tag Value — Expert — Add
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Chapter 10

Utilities

When you click on the Utilities tab the following screen, Figure 55, is displayed.
From here you can change your password.

1. Enter your new password.

2. Re-enter the password for confirmation.

3. Click on Save. A message confirming your new password will be displayed.
When you login the next time please use the new password

you just assigned.

- -

' Content ‘

—————
/ Reports
—
/ Audit

[ ctePrafle
J SiteProfile

— =
/ Reguest

Ltilities - Change Passward

Please enter your newe password I
Re-enter your password I

—
/ MetaTags

— =
/ Fast Tag

i
J Yellow Pages

| ST
J Utilities

| o T —
J Administration

Save -

Cancel

Log Off

welizerve

Figure 55: Utilities — Change Password
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Chapter 11

Administration

The Administration Module, illustrated in Figure 56, is available only to users
with administrative rights.

Administration
Administration - Selection
' Content '

) —ems
[ Audt
[ Reguest:

——
/ Meta Tags

[ Fasttog
[ Yellow Pages
[ Administration

Person

Drganization g
Email Reportyy
Sync -
Reassian g
Log Off,

welizerve

‘ ) ‘ [T
Figure 56 - Administration — Selection

Add, update or delete a person, site or organization from within this module.
Persons consist of Developer, Content Manager, Administrators, Auditors, PO
Admin, or 508 Reviewer.

Person: Click Person to add, update or delete a person.

Site: Click Site to add, update or delete a site.

Organization: Click Organization to add, update or delete an organization.
Email Report: Click Email Report to email a Next Review, Last Modified, or
Expiration Report to Content Managers or developers.

Sync: Click Sync to synchronize the data for a particular website or all the
websites with a suitable database.

Reassign: Click ‘Reassign’ to assign a module to the role.

Log Off: To exit, click Log Off.

Person Add

When you click the Person button on the Administration screen the
Administration — Person screen displays, as illustrated in Figure 57.

Update: To update a person, select a person from the dropdown list and click
Update.

First Name: Insert the first name of the person.
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Middle Name: Insert the middle initial.

Last Name: Insert the last name.

Phone: Insert the phone number and the extension if applicable. The

format must be “(XXX)XXX-XXXX".

Fax: Insert the fax number and the extension if applicable. The format

must be “(XXX)XXX-XXXX".

Email: Insert an email address.

Organization: Select an organization name from the dropdown

list. Roles: Select the applicable check box to assign a role. You can assign
more than one role to a user. Once you have inserted the entire data, click Add
to save.

- —

l Content l

[ Reqguest]

————
/  MetaTags

STy
¥, Utilities

Administration - Person

Person

|
”‘I ™ Administrator
Middle Name l— " Content Manager
|
|
|
)

First Name

[T PO Admin
Ext | Format: (eodeocoo | Web Admin

Last Mame

Phone

Fax Ent | Forrmat:fioodrorocoe I Developer

[~ 508 Reviewer

Email
" Auditor
[ Meta Tag
" Expert

Organization * 'I

*Reguirad field.

welerve

Figure 57: Administration — Person

My URL: Clicking on this button moves to the Administration — Reassign
URLs (Contract Manager) page, as illustrated in Figure 58. Select the URLs that
you wish to reassign, select the person to whom the URLs are to be assigned,
and then click on Reassign.

Click on Cancel to return to the Administration — Person page.

Note: The My URL button is visible only if the user has URL's assigned to him.
Another way to access the Reassign URL'’s screen is

by clicking URL’s number link at the top of the screen.
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Administration
Adrministration - Reassign URLs - Content Manager

l Content l Content Manager IAIi, Faisal j

[ Reporte.
[ Auditt
£ Regest

P
/  MetaTags

[ Fstiag
[ VelowPages”

.

[Check/Uncheck All)
URLS

http:ifvesne doleta. gowijobs/ETA Jobsiupload filesi04135. pdf
http:dfwenner. doleta. qowiobs/ETA Jobsiupload files04113FN. pdf

http:iivesw doleta. gowiobs/ETA Jobsiupload files/04148PN. pdf

http:ffennne doleta. gowiobs/ETA Jobsfupload files/04115P M. pdf
http:iivesns doleta. gowijobs/ETA Jobsdupload files04126. pdf
http:ffennn. doleta. gowiobs/ETA Jobsfupload files/04131PN. pdf

http:iiveey doleta. gowiobs/ETA Jobsiupload files/04133PN. pdf

http:fiwesene doleta. gowohs/ETA Jobsiupload files/D4125P K pdf
http:iiveew dolets. gowjobs/ETA Jobsfupload files/04154. pdf
http-fivesen: doleta gowjohs/ETA Jobsiupload files04182 pdf
http:ifveew doleta. gowjobs/ETA Jobsfupload files04180. pdf
http:iivesne doleta. gowijobs/ETA Jobsdupload files04174. pdf
http:fhwennn. doleta. qowiobs/ETA Jobsfupload files/04172 pdf

Reassign y

Cancel ’

logOff

welierve

T T T T T I T I I T
afelzlzlzRzRzRzRzhz0zN=NzE;

Figure 58: Administration — Reassign URLs — Content Manager

Person Update

From the person update screen a system administrator can update the person
information and also reset an expired or locked password to default password
which is ‘doleta’ for the selected person by clicking the Reset Password link.

Administration

Upd a.te: CIle Update to Adrinistration - Person Add

Austin, Elizabeth has been assigned to 1 URL.
save your changes to the ' i ‘ I

Screen . / Audit Middle Mame
4 siteprofile Last Narme * |Au5tm

Add Org: C“Ck Add Org to y, Reguest ERmne MEKTI—FDHWGL(MW—W
/AR HEaTapE Fax Ext Format: oodienenon
Email * |Au51iﬂ Elizabeth@dol. gov

add a new organization. A [ FastTog
1 UserlD  EAustin

Administratar
Content Manager
FO Admin

Weh Admin

Developer
506 Reviewsr
Auditor

Meta Tag
Expert

person must belong to at S —

least one organization; he or [odrisaton
she may belong to more
than one organization.
Delete Org: Select the _:',Pd:%" “Reguiired field.

checkbox to the ellllitma Orgarizatin Delte

. ) R Delete Org. i r
Organlzatlon that you WlSh L U File Name Deszcription Type Delete

. FileDelete
to delete and then click —r—
Delete Org. You cannot
delete all the organizations. Welnerve
[

(@ [l 1mbox - Microsoft outiook _|[] webzerve - Administ.. )2 ¥40.doc - Marosolt ... | [ Gontrol Panel |

Figure 59: Administration — Person Update

O I <1

Eeset Password
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File Update: This button has a dual functionality (add and update).

Add- You can add a picture file or a word document describing the
person/expert to the database by clicking the File Update button. If a file with
the same name exists in the database, the message “File with This Name Already
Exists” displays.

File Delete: Select the checkbox to the file to be deleted and click File Delete.
Update Person When you click the Update button on the Person Add screen
person update screen displays.

On the Person Add screen, Figure 58, basic information is added for
the person, but from the update screen you can add an organization to
the person profile. You can also add information such as a picture file or
biographical document related to the person to the database.

¥ Administrat o

Administration - Person - File Add
l Content l

J Reports
| Audit
| Site Profile

! Reguest

————
/  MetaTags

[ Factiag
J YelowPages:
J Administration

File * | Browse... |
Type ™ VI

Description =]

|

*Required fiold.

Add

Cancel
———

logOff

welerve

e

Figure 60 Person File add screen

File Update Screen

When you click the File Update button on the Update Person file Figure
61 displays:

File: File is the name of the file you want to upload into the database.
Click on the Browse button, a window will pop up. Select the file you
want to upload from the popup window and click Open. The name of the
file will be inserted into the File text box.

Type: Insert the type of file you are uploading. You have two choices in
the dropdown list box, “PORTRAIT” and “BIO”

55



Webzerve User Guide

PORTRAIT: to upload a gif/jpg file and

BIO: to upload a .doc file.

Description: Insert a description of the file.

Add: Click Add to save your changes.

Cancel: Click Cancel to go back to the previous screen.
Log Off: To exit, click Log Off.
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Announcement

Webzerve allows Webmaster to post announcement thru Webzerve. The
announcement is displayed on the first screen after user login, as displayed in
the screen below. If there is more than one announcement posted by
Webmaster all of them will be shown in descending order by creation date.

b - Web Page Management System
. / [

v ) |

nt

<<’;% h ¢ U.S. Department of Labor, Employment and Training Administration

x‘. A ;

- —
ntel

Your Webzerve valid account has 67 days [eft

' Content '

J Reports |
/ Audit
- 1 Test One in ETAORDBT databhase
/' Site Profile
| : 1
J Reguest = We will be having the Content Manager meeting at FPE on Wednesday 17,
/ MetaTags 2006. Please arrange to be at the meeting & minutes before the scheduled
[ Fastiag time.
I Yellow Pages o
J  Utilities . ‘enus Baines
[ Administration ETA Webhaster
Baines WenusiE@dol.goy
(202)593-3429

Add -
Lag Off

welizerve
Web page search screen with announcement
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Announcement - Add/Edit

To add an announcement:
¢ Go to admin module by clicking Administration and see the following
screen

A'dmmistration

l Content ‘

f Reports

e
[ Sterrone
[ et Tags

Administration - Selection

Parson v

Announcement.
e

Site -

Oraanization
Rtt-seh ity T

(Email Rnort >
SYnc.
Reassign

Admin screen

¢ Click announcement button to go to announcement add/edit screen
_ displayed below.

g l\ H . / ‘ U.5. Department of Labor, Employment and Training Administration

A 4 B
Administration

' Content ‘

[ Reports
[ Audit Announcement | Select Announcement to update j
[ Site Profile Annnucermernt Start Date™ 03142008 (mmiddtyyyy)

[ Reguest Annoucement End Date™ Im(mmfdd;’yyyy)

/ Heading * |Web Team Meeting August 17, 2006

Meta Tags
Description™ =]

————————|

Announcernent - Add

[ FastTag
J YellowPages
[ Adminictration:

Send Email To:
Content Managers  Yes O No
PO Administrators ~ Yes © No &
Developers Yes O Mo ®

*Required field.

welizerve

——————

Announcement - add/edit screen
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The fields displayed in this screen are as follows:

Announcement: This dropdown box lists all the current
announcements. Webmaster can edit or delete an announcement from
here. The list is sorted by the last announcement first. Select the
desired announcement the page will refresh displaying corresponding
information. Edit and click save. Information will be updated and
selected users will be notified.

Announcement Start Date: Announcement is displayed starting
1:00 a.m. from the start date. A calendar is displayed as you click in
the text box for your convenience. Just click the desired date and the
date will be inserted in the text box.

Announcement End Date: Announcement is displayed until
midnight 11:59 p.m. of End Date. End date can be same as start date.
In this case the news will be displayed for just that single day. End
date cannot be greater than start date.

Heading: As the name suggests it is the title to the announcement.
Heading is also displayed as a subject in the email that is sent out to
the selected users when the announcement is saved.

Description: This is the main body of your bulletin which is displayed
as the user login and also as the body of the email send to selected
users.

3 Radio buttons: Email to Content Managers, POAdmin and
Developers. By default “No” is selected. Select “Yes” for the user
group where notification by email is required.

All the fields are required.

Upon saving this screen users are notified via email.

Announcement — Delete

e To delete an announcement just select the desired announcement from
the dropdown list box and change the start and end date to the day before
system date and click save.
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Site
Site - Add/Update

Site Name: To update a site, select site name from the drop down list. (Figure
61) The page will refresh and take you to site update screen from the
selected site. Refer to Figure 62 on next page.

Site Name: To add a new site, enter the name of the site.

Collection Name: Enter the name of the collection

Collection Location: Enter the location of the collection.

Log Location: Enter the location of the log.

Default Developer: Select the developer(s) from the list box. By
default, this developer(s) will be automatically assigned to all pages within
the site.

Default Content Manager: Select the Content Manager(s) from the
drop down list. By default, this Content Manager(s) will be automatically
assigned to all pages within the site.

Click Add

B hdministration Sess S s s R e R A TR AT

Administration - Site

Site Name | j
l Content l

J Reports Site Name
[ Audit
J Site Profile

! Reguest

————
/  MetaTags

[ Fastreg
STy
} Administration

Collection Location

|

Collection Name * I
o

|

|

Log Location

Select Default Select Default
Content Manager(s)* Developer(s)*
Abbott, Rossalynn ﬂ Baines, Wenus
Abdullah, Melissa Billingsley, Lewis
Ali, Faisal Bishop, Richard
Andreone, Jennifer Chen, Lichuan
Austin, Elizabeth House, Anthony

Bailey, Sherryl Jibodu, David
Bancroft, Keir Jude, Sandy
Bankes, Paul Kaolecki, John R
Add - Beck, Connie Lewvy, Jason
BerenHall, Dolares ;I Li, Mandy ;I

T i

*Requirad fieid

wehierve

Figure 61 - Administration — Site
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- “aurvn
Administration - Site - Update

http://jobcorps.doleta.gov/ has 88 URLs.
m *Required fleld
I Reports Site MNarne * |http:ﬂjubcurps doleta. gov?

J Audit Collection MName * IEXT_JOEICORF'SHOME

J  Site Profile Collection Lacation * Id:\do\eta\:ollectmn\mternet\Job:orpshome
/ Request

e
J/ MetaTags

[ FEastTag
[ YellowPages
[ Administration.

Loy Location |d:\d0\eta\:0IIectlDn\mternet\Jobcorpshome\sp\der\\og

Site Last Update Date  04/21/2004
Site Created Date  04/14/2004

Select Default Content Manager(s)™* Select Default Developer(s)*
Abbott, Rossalynn - Baines, Wenus
Ahdullah, helissa
Ali, Faisal
Andreane, Jennifer
Austin, Elizabeth
Bailey, Sherry!

Bancroft, Keir

Update, Bankes, Paul Kuleéki, John R
URL. Beck, Connie Lewy, Jason

S BerenHall, Dolores x| Li, handy x|
Meta Ta
Status

Assigned Tags: <HEED>
-ﬁ‘&l_" g g <MET& name="date" content="0&/2Z5/05">

. E Off </HEAD>

welierve

Figure 62 - site update screen
In the update screen user can update all the fields except the Site Name.

Organization — Add/Update

To add, update or delete an organization click organization in the Administration
screen (figure 56). Following screen will be displayed. To add new organization
insert organization and abbreviation and click Add button. To update an existing
organization select the organization name from the dropdown list and then click
update. The page will refresh. Make changes and again click Update.

Administration

' Content l

£ Reports®
[ Audit
£ Request

J MetaTags

[ FastTag
[ Yellow Pages!
[ Administration

Administration - Crganization

Organization | =]

COrganization I
Abbreviation |

Add

Udate ’
Log Off

welizerve

Figure 63 — Add and update organization.
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Email

Administrator can email following reports to Content Managers or Developers
thru the Webzerve application.

Next Review, Expiration or Lastmodified report

Administration

' Content ‘

_——
). Reports

_—
J Audit
—————
/' Site Profile

- —
/' Reqguest

L ———
J/  Metz Tags

—
J/  FastTag

—_———
/| YellowPages

r*
J Utilities

| Y T —
| Administration

Administration - Email Report

™ Next Review Start Date End Dalel
I Expiration Start Date End Dalel
I Last Modified Start Date MI

Select from the list Content Manager or Developer to email selected report

(If All'in the list box is selected, it may take more than 15 minutes to finish.)

ALL - ALL ﬁ’
Content [Abbatt, Rossalynn BEElaeD Baines, Wenus
Manager |Ali, Faisal P Billingsley, Lewis
Andreone, Jennifer =l Bishap, Richard =l

Ermnail Ci Emnail DEV |

Log Off

weliterve

Figure 64 — Email reports
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Synchronization

The process of synchronization performs an inventory match between

files stored within the website database and those active on the website.

Any new files added to the website are automatically added to the

database. The match also monitors the status of the website, and

provides a series of statistics on file changes and retentions.

To synchronize a ColdFusion database with a Verity collection, click on

Sync in the Administration screen, as illustrated in Figure 65. Here you

can synchronize the whole database or select a website to be synchronized.
NOTE: Synchronization takes place every night thru the nightly process. Use
this module only for special situations.

Administration

Administration - Sync

' Content ‘ Site | =l

£ Reports.
[ Audit
[ siteprofilel
[ Request
[ MetaTags
[ FastTag
[ YellowPages
[ Administration.

Select date |07/01/2005 Go

URL Summary Report Daily Process Log  Site Report

 Refresh__,

NewURLs

Log OFf

welzerve

Figure 65 - Administration — Sync
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URL summary Report is displayed in figure 66. It shows the site name, number
of urls in the site, how many new urls where added and deleted for the date the

report is run.

' Content ' Site | ﬂ
[ Reports:
/ Audit L | Select date |15/01/2005 Gao
[ Ssiteprofile.
_,rReqT | URL Summary Report Daily Process Log Site Report
J MetaTags
[ Fasttag TRL Summary Report
J Yellow Pages il Selected Synchronization 09012005 in database spider log URL
[ Utilties Site URL ADD DEL
[administration) [l N EER ] 2 0 0
1 ol http:Mjohcorps doleta o 83 1] 1]
http:/fwdr. doleta. gow’ 2773 u] u]
http:/fwdr. doleta. govidirectives! g 0 0
http:Awdr doleta gowlopr! 93 a a
http:/fwedr. doleta. gow'owsdrr 106 0 0
ity BRAC-Coach. orgs 0 0 0
—Befesh http:dwenni doleta gowl 332 0 0
USRI .. doleta. qovialmis/ 23 i i
SN U hitto:Aweew, doleta. goviatels_batd &7 0 0
hittp: M doleta, govibrgl 455 a a
http: /s doleta. gowhudget! 310 0 0
http: e, doleta. govthusiness) 32 0 0
welizerve eI 21 0 0
http: /. doleta. govidisability/ 324 0 0
http:/fweww. dolets. govfetainfol 39 0 0
hittp: e doleta, govigrants) 7 a a
http:/fweew. doleta. gowth-1b¢ 244 0 0
http:/Aweenn doleta gowiohcorps) 26 o 1}
hittp: e doleta, govijobs) 361 a a
http: /e doleta. govijobseekers! 7 0 0
Crrrr

oft Outlook | n arunal@1Zjabber.com - ... I User.doc - Microsoft Word II@ WebZerve - Administ...

Figure 66 - Administration — Sync (URL Summary Report)

Daily Process Log: Shows the time and collection created.

3 WebZerve - Administration - Microsoft Internet Explorer == =]
J File Edt Miew Favorites Tools  Help ‘ :;'
: . = n g =
S ) L A2 EJ -
J e Back =2 | |ﬂ \g _ﬂ | /- Seatch “.. Favarites €3 = &
JAddrasS Iﬁj hittp:ffverity, doleta,gov/webzervefinternetfadministration/utility .cFm?d=09/01 /20058 pt=log j Go
J Links @ DEVELOFMENT @ Intrakeady @ Macromedia - ColdFusion LiveDocs Developer resources @ PRODUCTION @ Shirdi Darshan @1 ‘webZerveDEY g‘] WebZervelnternet >

Administration

' Content '

[ Repors— _
e _
[ Steprofi  _
[ Reguest

Site I

Select date

059/01,/2005 Go

URL Summary Report Daily Process Log Site Report

/ MetaTags:
[ FastTag

FROCESS COLLECTIONS

Administration - Sync

| YellowPages : ‘ Site CMD ‘ auT ‘ Time
[ Utities. [(ERLY
J/ Administration, 171 dideleta\filesinterneticmdl di\doletalfile shinternetiout! 0801405
cmd_EXT_ATMIS =t out EXT ATMIS =t 01.00:16
172 didoleta\filesinterneticmd\ d\doletalfilesinternetioutt 08/01/05
cmd EXT ATELS BAT tut out EXT ATELS BAT =t 01.00:31
173 didoleta‘filesinterneticmdl dtdoletalfile sinternetiout! 08/01/05
Refresh cmd_EXT BRG.ft out EXT BRGtt 01.00:46
——

New URLs 174 dideletatfileskinterneticimd, didoletalfiles\internetioutt 08/01/05
Log O cmd_EXT BUDGET =t out_ EXT BUDGET t=t 01.01:.02
175 divdeleta‘filesimterneticmdy dideletatfilesunternetiout 09/01/05
cmd_EXT _BUSTNESS tzt out EXT BUSINESS tzt 01.01:17
T didoleta‘fileskinterneticmd di\doletalfileshinternetioutt 08/01/05
WGDLI ve ‘ Wiz cmd_EXT_DINAP out_ EXT DINAP 01.01:33

Figure 67 - Administration — Synch (Daily Process Log)
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Refresh: The dropdown list indicates the list of websites that can be
synchronized.

Select the site or select All (All Web Sites) and click Refresh. The
Synchronization process will start. Do not interrupt the process while it is
running.

New URLSs: Click New URLSs to display all the URLs added to the system
since the last evaluation.

Reassign

Reassign screen is displayed as follows: From this screen one can reassign
modules to a role. To display a module in the application put a check mark in
front of the module for the particular role and click ‘Save’ button.

Administration - Microsoft Internet Explorer

Wiew Favartes Tools  Help
J lj lﬂ jSearch S (Favnrltes €3 [ e L\, . _J 3

tpiffverity. doleta.goviwebzerve finkernet  Administrationfmenu_assign.cfm

LOPMEMT @ IntraReady @ Macromedia - ColdFusion LiveDocs Developer resources @ PRODUCTION @ Shirdi Darshan @ ‘WebZerveDEY @ WebZervelnte

- Adrministration - Assign Module

H | Module | Role
E::::: . | BOBREV [ADMIN [AUDIT [CMGR [METATAG [POADMIN REVT [REV2 [SME WEBADMIN WEBDEY
rT . |Content ‘ v | ~ v v v v ’?’7’]7_’7’?
[ stepronie | = = = = = o | n|w [ w | m |
/7m0 .20 0 0 i B
-t Tesr | 20 0 20 K B
[VelowPages _ etaTags | T [ B | D [ F r PRI "
| Fast Tag = = = o o | w s |w] = ~
J/ Administration, |YBHUWF'ages‘ r | E r v I_ilil_ FFF’i'_ ’T
|Ut|\|t|es ‘ i~ | 7] i~ 7 7 v ’?’?’F’T’?
|Admimstratmn‘ u | = ul L C | F’?’F’f’?
[steProfie | | F | F | F r w | w || = | m |
O 1 — Role description
cancel S0BREW: EDE-CDmplwa.n[.:E Reviewer
T oo g
Mting
welnerve  [HON oot ot
e ot et Erpe
weBoEv. et sevtoper
Hote: Systern automstically selects module Content and Lilities to a1l Roles

I O - T
‘mp_messages - Microsa, ., | User.doc - Microsaft Word | @ WebZerye - Administ...

Figure 68 — Administration-Assign Module
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